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City of Brookhaven, Georgia 
Population: 49,488  
 
Chief Clerk of Municipal Court 
 
The City of Brookhaven is accepting resumes for Chief Clerk of Court.  He/she will be responsible for the 
administration and supervision of the day-to-day operations of the Clerk’s Office, including areas such as 
intake, case management and electronic case filing systems, records management, statistical reporting, 
quality assurance, staffing and procedural manuals. 
 
He/she will be responsible for court-wide policy, procedures and manage special projects and 
assignments such as studies of operational areas and implementation of new programs. The clerk will be 
responsible for budget and fiscal management, technology and supervising department staff. 
 
How to apply 
 
Please submit your resume, cover letter and your current salary to careers@brookhavenga.gov. 
The City of Brookhaven is an equal opportunity employer.  
 
Below is a copy of the full job description. 
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TITLE:  Chief Clerk of Municipal Court 
DEPARTMENT:  Municipal Court 
 
JOB SUMMARY:   

The purpose of this classification is to provide clerical support to the Municipal Court. Work involves assisting the 
general public in person and over the phone; receiving, indexing and recording court case information and /or legal 
documents; entering and updating data into department databases; and providing copies of official court and/or 
legal documents to the public, courts, litigants, attorneys and other appropriate parties. 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 Receives and date stamps court related and/or legal documents such as citation reports, blood test 
results, traffic tickets, accident reports and docket reports; reviews, verifies and/or records required 
information. 

 Enters citations, tickets and other information into department databases; updates database information; 
creates new spreadsheets/files; purges old data as appropriate.  Makes copies and distributes to 
appropriate parties; maintains copies in department manual files. 

 Records disposition of cases identified by docket reports; prepares and post court dockets; assigns court 
date for warrant cases; and files with court. Prepares case file; files and/or issues related legal documents.  
Attends court and assists judge as requested. 

 Prepares and types various letters, reports, summaries and correspondence. Prepares folders; maintains 
files of department correspondence, program records, legal documents; photocopy documents and 
distributes and/or files; requests information from other departments as necessary to complete 
department records/files.  Pulls old case files for judge upon request. 

 Collects and receipts payment for fees, fines and warrants.  Register individuals for traffic school; prepares 
attendance records classes; updates records upon completion. 

 Answers inquiries from the public by phone or in person; acts as notary public for the department and the 
public. 

 Receives, dates and distributes incoming mail. Prepares outgoing mail. 

 Performs all other assigned duties. 

 Supervise 3 part time clerks 

 
MINIMUM QUALIFICATIONS: 
 Education and/or Experience 
 
Bachelor’s degree from an accredited college or university in Business, Criminal Justice or a closely related field. 
Must have prior experience serving as the Chief Clerk for a Municipal Court and at least five years of progressively 
responsible experience managing or any equivalent combination of education, training and experience which 
provides the requisite knowledge, skills and abilities for this job. Must possess and maintain a valid Georgia’s driver 
license.  

 
 
 
PHYSICAL DEMANDS: 
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The physical demands described here are representative of those that must be met by an employee to successfully 

perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with 

disabilities to perform the essential functions. 

 While performing the duties of this job, the employee is frequently required to sit; talk and hear; use 
hands to finger, handle, feel or operate objects,; and reach with hands and arms.  

 The employee is occasionally required to walk. 

 The employee must occasionally lift and/or move up to 25 pounds.  

 While performing the duties of this job, the employee sits in an office or computer room. 

 Ability to work in a standard office environment with some exposure to the outdoors; ability to travel to 
different sites and locations; attend evening meetings; work under pressure and potentially stressful 
situations. 

 

 

The City of Brookhaven, Georgia, is an Equal Opportunity Employer.  In compliance with the Americans with 

Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and 

encourages both prospective and current employees to discuss potential accommodations with the employer.   
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